
TO:

FROM:

SUBJECT:

DATE:

Employees Assigned a Roane County Vehicle

Ron Woody, County Executive

County Assigned Vehicles - Mileage Log

November 12, 2010

Due to the nature of the IRSfiling and reporting requirements, we shall begin December 01, 2010

collecting information on a monthly basis.

You should maintain a copy of each month's completed form to assist in your year-end IRS reporting

requirements.

If you keep a separate log due to the nature of your position (Building Inspector reports) the details

within those logs are not required, however all other basic information is required.

The form should be turned in to the Accounting Department at the first of each month. Please also

attach all gas tickets (not previously submitted) to the monthly forms.

C: Linda Stooksbury

RWll/2010



Mileage Log Form Assigned Vehicles

Month of

Name:

Vehicle #:

_______ 20_

(Responsible Party)

Beginning Mileage
Ending Mileage
Total for Month

)ate Origination Point Destination Point Purpose of Trip Notes

VND (Vehicle Not Used)

R (Residence) 0 (Office)

Number of Commuting Days _

I hereby certify the correctness of each item of official travel and that it was actually incurred in the performance of official duties.

Signature, _ Date, _
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